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Commencing adversary proceedings
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1. Commencing an adversary proceeding is much
like filing a document. Begin filing an adversary
by clicking the second option on the left frame. 

2. Before the complaint can be filed, the names of
the plaintiff(s), defendant(s), and any other liti-
gants must be added to the main bankruptcy case
in their new roles. Click Add Party to continue.
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1. From the window on the left, Add Party to
Commence Adversary Proceeding, click the
Add button under Plaintiff. 

2. Add the name of the debtor and a contact name.
Complete the rest of the screen with the name
and address of the plaintiff. 

3. Use no punctuation in the address. For a busi-
ness, use only the Last Name field. 
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1. Click Add Alias, ASF or AKA to associate
another name with the plaintiff, and Review to
verify names you have added. 

2. Names must be stored in the list of defendants
and plaintiffs before they can be submitted to the
court. When the name is correct, click Store
Information. 
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1. As you store names, they are listed in order on
the Add Party main screen. 

2. Click Add under Plaintiff to add additional
plaintiffs, or under Defendant to add the defen-
dant(s). Click Review/Edit to correct errors. 
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1. When the list of names is complete and correct,
click Submit Names to Court. 
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1. The Notice of Request (NOR) displays on your
computer after the court’s computer receives
your request. This does not mean the parties
have been added. The Court will contact you
within an hour to confirm the addition of those
new parties.

2. Click an option on the left to add more parties, or
Close Page. 
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1. After you have been told that the parties have
been entered, click Commence adversary pro-
ceeding again to display the adversary home
page. This time, add the year and case number of
the main bankruptcy case. 

2. Click Submit Search. 

Commencing Adversary Proceedings Pg. 120

1. The basic information from the main case dis-
plays. Click Open Adversary Related to Bank-
ruptcy Case to continue.
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1. The information required to open an adversary
proceeding is the same as on the cover sheets. 

2. Complete all of the fields. Choose the response
from the drop-down menu, or type the response
as needed. Hold the control key with clicking the
mouse to select more than one item.
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1. After the adversary screen is correct and com-
plete, add the complaint in PDF format to the
PDF File field.

2. Click Browse to search your computer directory.
Verify that you have selected the correct file by
using the secondary mouse button and selecting
Open to view the PDF file in Adobe Acrobat.

3. Click Commence Adversary Proceeding. 
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1. The Notice of Electronic Filing informs you
that you have successfully opened the adversary
proceeding. Print or save this notice; this is espe-
cially important for users of Internet Explorer,
since this notice is only a temporary page. 

2. When a case administrator receives notice of the
adversary filing, your credit card will be charged
the filing fee.
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1. Use the options to view the docket, the summons, or to
submit another document.

2. Click View Summons issued. 
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1. Adobe Acrobat opens and displays the summons that was
issued when the adversary proceeding was opened. 

2. Print as many copies of the summons as needed to serve
with the complaint to opposing counsel. 

3. If the summons must be reissued or amended, contact the
clerk’s office. At this time it is not possible for external
filers to reissue or amend a summons. 
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1. For users of Microsoft Internet Explorer: IE views the
Notice of Electronic Filing not as a regular Internet page,
but as something like a warning screen. As soon as you
click any link button, or the Back arrow, the Notice will be
lost and cannot be retrieved.

2. If try to refresh the screen, you may see this error. Accept
the default choice Yes, but you will most likely be returned
to the log in page. You will no longer be able to view the
Notice of Electronic Filing with all of its links. For this
reason, it is especially important to print the Notice of
Electronic Filing when it first displays on your screen. 
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1. For all users: If for any reason you were unable to view
and print the summons from the Notice of Electronic
Filing, search for your newly created adversary proceeding
by using the option on the left screen, File a document in a
pending case or proceeding. 

2. When the program has found the correct adversary pro-
ceeding, click Docket Entries. 
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1. At least two entries should display – the Complaint, and the
Summons Issued. 

2. Click the link to E Summons to view the document.


